
PRESENTATION	TITLE:
Subtitle

Help!	How	Do	I	Manage	All	These	Moving	Parts?
New	Leaders	Virtual	Academy:	Session	2

August	11,	2020



Disclaimer

This presentation was produced under
U.S. Department of Education 

contract No. ED-ESE-14-D-0008
with Synergy Enterprises, Inc.

The views expressed herein do not necessarily
represent the positions or policies of

the U.S. Department of Education.

No official endorsement by the U.S. Department of Education of
any product, commodity, service, methodology, technique or 
enterprise mentioned here is intended or should be inferred.



Sarah Brightwell
Senior Curriculum and Training Specialist

Kathleen Bethke
Instructional Designer

Facilitators



New	Leaders	Academy

Help! How Do I 
Manage All These 

Moving Parts?

Everything 21st

CCLC!
Dig Into the 

Basics!

Intentional 
Activity Design is 

Key to Student 
Success

Always
Improving!

Monday
August 10

Tuesday
August 11

Wednesday
August 12

Thursday
August 13

Friday
August 14



• Explore critical tasks and discuss your 
challenges.

• Identify the management plans you need 
to have in place.

• Discover free professional learning and 
tools to build your program management 
knowledge and skills.

Objectives



Program	Management



Process	Groups



• Program Planning 
Checklist

• Project 
Management 
Graphic Organizer

• Project/Program 
Planner

Helpful	Tools



Critical	Task	1:		Know	Your	Grant

What budget did 
you propose?

What did you say 
you would do?

What quality indicators 
did you propose?

How much time do you 
have to do the work?

Page 3 of Checklist



Critical	Task	2:		Identify	Stakeholders

Page 6 of Checklist



Critical	Task	3:		Define	Your	Program

Page 7 of Checklist



Critical	Task	4:	Develop	Your	Project	Plan

Page 9 of Checklist



Questions	to	Guide	Planning



Your project plan should include these elements:
Ø Fiscal Management Plan
Ø Data Management Plan
Ø Human Resources Management Plan
Ø Intentional Activity Design Plan
Ø Student Recruitment Plan
Ø Communications and Outreach Plan
Ø Quality Assurance Plan

Critical	Tasks	5-11:	Management	Plans



Critical	Task	5:	Fiscal	Management	Plan

ESSA Uniform Guidance

Non-regulatory GuidanceEDGAR

Which federal guidance document would help me 
determine allowable or unallowable costs?



Critical	Task	5:	Fiscal	Management	Plan

Annual Budgets Record Keeping

ReportingProcurement

Page 11 of Checklist



Critical	Task	6:		Data	Management

Page 13 of Checklist



Ø Create job descriptions.
Ø Recruit your staff.
Ø Prepare your staff.
Ø Manage your staff.
Ø Identify staff roles.

Critical	Task	7:		Human	Resources	Plan

Page 15 of Checklist



What	is	your	#1	issue	with	human	resources?

• Getting qualified staff.

• Getting staff who fit in.

• Staff turnover.

• Providing professional learning for staff.

• Managing staff.



Critical	Task	8:		Intentional	Activity	Design	Plan

Page 18-19 of Checklist



Critical	Task	9:	Student	Recruitment	Plan

Page 20-21 of Checklist



Ø Develop an internal communications plan.

Ø Develop an external communications plan.

Ø Develop an outreach and marketing plan.

Critical	Task	10:		Communications	and							
Outreach	Plan

Pages 22-25 of Checklist



Critical	Task	11:	Quality	Assurance	Plan

Pages 25-27 of Checklist



Continuing	Your	Program

Page 28 of Checklist



Y4Y	Resources	to	Help	You

Trainings to Go
• Building a Comprehensive Schedule
• Identifying and Addressing Program 

Strengths and Weaknesses
• Introduction to Staff Handbook
• Understanding Families and FERPA



Which	tasks	do	you	believe	you	need	more	help	with?

qFiscal Management
qData Management
qHuman Resources
q Intentional Design of Activities
q Intentional Student Recruitment
qCommunications and Outreach
qQuality Assurance



PURPOSE

https://	y4y.ed.gov



Next	Time!

Next Session:

Dig Into Basics

August 12

1:00 p.m. – 2:30 p.m. ET

Intersession Preparation:• Complete Introduction of Managing Your 21st CCLC Program 
• Complete page 3 of Project Planner
• Check out the Discussion Board at 
https://y4y.ed.gov/forums



Contact	Us

Sarah Brightwell
sbrightwell@seiservices.com

Kathleen Bethke
kbethke@seiservices.com

Visit us:  www.y4y.ed.gov
Contact us:  y4ywebinars@seiservices.com


